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4 March 1993

Subj: APPROVAL AND NOTIFICATION OF CIVILIAN REDUCTION-IN-FORCE,
TRANSFER OF FUNCTION, AND FURLOUGH ACTIONS

Ref: (a) SECNAVINST 5700.9D (NOTAL)
(b) FPM Supplement 351-1
(c) CPI 351

Encl: (1) Fact and Justification Sheet

1. Bg:pggg. To revise authorlty and procedures for the

approval and 1mp1ementatlon of reduction-in-force (RIF),
transfer of functlon, and furlough actions. This instruction

. .
is a complete revision and should be read in its entirety.

2. c ion. SECNAVINST 12351.5D.

3. Coverage

a. Scope. Applie 11 RIF, transfer of function and
furlough actions affecting civilian employees resulting from

workforce and workload adjustments, resource limitations, base
closures, contracting-out determinations, skills imbalances, and
similar causes. For these actions, the p011c1es and procedures
prescribed here for clearance and approval will take precedence
over those contained in paragraph 6 of reference (a).
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b. Exclusions. This instruction excludes Nonappropriated
Fund positions, Foreign National positions, and displacement
actions caused by the exercise of statutory return rights (see
civilian Personnel Instruction 352).

4. Bgligy. Department of the Navy policy is to accomplish
required civilian personnel reductions through attrition
whenever possible. The involuntary separation or furlough of
civilian employees will occur only when activity heads are
convinced that other prudent actions (such as hiring freezes and
limitations on the use of overtime) cannot accomplish the
required results.
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a. The use of furloughs is not appropriate in the case of
long-term workload or funding reductions. When funding for
personnel compensation will not be available in future years,
RIF procedures should be employed. If financing or manage to
payroll authority is not available to implement a RIF, this
shortfall should be addressed via the chain of command
following normal budgetary procedures.

b. Where involuntary separations or furloughs are clearly
unavoidable, they will, upon clearance and approval, be carried
out following the provisions of references (b) and (c).
Consistent with the Human Goals Charter for the Department of
Defense, prior to implementation of restructuring and RIFs,
impact analyses are to be performed to assess and guard against
any disproportionate impact on Equal Employment Opportunity
(EEO) groups.

5. Delegation. The authority of the Secretary of the Navy to
approve RIFs, transfers of functions, and furloughs is delegated
to the following:

a. For actions involving the involuntary separation,
transfer, or furlough (for morc than 20 consecutive days or more
than 22 work days if done on a noncontinuous basis) of 50 or
more civilian employees, or when these actions would generate
significant Congressional interest regardless of numbers
affected: the Assistant Secretary of the Navy (Manpower and
Reserve Affairs (ASN(M&RA)). Echelon 1 and 2 commands are
delegated authority to involuntarily separate on-call employees.

b. For actions other than those covered in paragraph 5a,
above: t 2 Assistant for Administration, Office of the Under
Secretary of the Navy (AA/USN); the Commandant of the Marine
Corps (CMC), the Chief of Naval Research (CNR), the Chief
of Naval Operations (N09B), and the commanders of Echelon 2
commands under the Chief of Naval Operations.

(1) Actions taken under this authority will be
cumulative on a fiscal year basis for an individual activity.
This authority may not be used once the aggregai:e number of
employees involuntarily separated, furloughed, or transferred
(through a transfer of function) at an individual activity
exceeds 50 during a fiscal year.

(2) Authority under paragraph 5b may be redelegated.
For RIF actions taken under this authority, the following
information will be provided to the Deputy Assistant Secretary
of the Navy (Civilian Personnel Policy/Equal Employment
Opportur *y) when approval is granted.
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(a) Name of Activity/Location

(b) Total workforce

(c) Number of RIF separations proposed

(d) Projected effective date

(e) Brief justification

(£) Name phone number of point of contact
6. Procedure. .The following procedure will be used in
processing requests for actions requiring ASN(M&RA) approval.

a. The AA/USN, CMC, CNR, CNO (NO9B), and the commanders of
Echelon 2 commands will submit requests to the ASN(M&RA).
Requests will contain all information required in enclosure (1).

b. The ASN(M&RA) will coordinate all requests with the

asigtant Secretarv of the Navv {naqnaroh Develonment and

ﬂ Slotadlliv JewLTCvRLYy WV wasns avia v y \ovweowila e weVeaVpeasiis Qi3S

Acquisition), the Assistant Secretarv of the Navv (Installations
and Env1ronment), Assistant Secretary of the Navy (Financial
Management), and with the Chief of Naval Operations on Echelon 2

commands’ requests.

’

c. The ASN(M&RA) will render a decision on the requested
action, normally within 10 work days.
d. After approval, the ASN(M&RA) will ensure appropriate

clearances and notlflcations are made.

e. Upon notification by the ASN(MR&A), the Chief of
Legislative Affairs will notify the Secretary of Defense and
Congress, and have the Chief of Information announce the planned
action as appropriate.

7. Action. Officials delegated approval authority will issue
implementing instructions, as necessary, to ensure compliance
with this instruction.

8. Report. Report control symbol SECNAV 12351-1 is assigned to
the reporting requirement in paragraph 5b(2) and is approved for
3 years from the date of this instruction.
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. ) . F. B. Kelso, II
Distribution: Acting
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Distribution: (2 copies each unless otherwise indicated)
SNDL A (Navy Department)

B3 fCollege and University)

21A Fleet Commanders in Chief)

23 Porce Cor 'anders)

24 (Type Comr :ders) (less 24J)

26F (Operatior .1 Test and Evaluation Force and
Detachment)

26H2 (Fleet Training Group PAC) (San Diego and
Pearl Harbor, only)

26L1 (Polaris Material Office LANT)

26N1 (Headguarters Suppert Activity LANT)

26Q (Nuclear Weapons Training Group)

2681 (Mobile Technical Unit LANT) (MOTUS 2, 10 and 12,
only)

26S2 (Mobile Technical Unit PAC) (MOTU 5, only)

26U (Surface Force Readiness Support Group)j
(Charleston, only)

262 (Shore Intermediate Maintenance Activity) (less
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Pearl Harbor)

2630 {Fleet Area Control and surveillance Facility)

26LL2 (Fleet Data Processing Service Center, PAC)

26002 (Special Warfare Group and Unit PAC)
(COMNAVSPECWARGRU 1, only)

26RR (Fleet Imaging command, Fieet Audiovisual
Center, Facility and Detachnment) {(less
FLTIMAGCOMLANT Jacksonville)

26DDD (Fleet Combat Systems Training Unit)

27G (Support Force)

28C2 (Ssurface Group and Force Representative PAC)
(COMNAVSURFGRU MIDPAC, only)

39B (Construction Battalions)

3¢1T (Construction Battalion Maintenance Unit)

40B (Control of Shipping officer) {(Bahrain, only)

41A (Commander, MSC)

41B (Area Commander, MSC)

41C {Sub-Area Commanders, MSC)

41D32 (0Offices, MSC) (United Kingdom, Honolulu, Pusan,
Alaska, Seattle, Long Beach, Norfolk and
Port Canaveral, only)

42A (Fleet Air Commands)

42B1 (Functional Wing Commander LANT) {(less
COMSEABASEDASWWINGSLANT)

42B2 {Functicnal Wing commander PAC) (less

COMLATWINGPACISAT)
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(Submarine Base LA}

fNaval Aradpmv\ (4_)
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(Missile Test Center) (6)
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FACT AND JUSTIFICATION SHEET
TAD AOAMTANMNC DEATITDTAI/T ACA /MEDA N ADTDNMNAITAT
LVIN NVl lVIIO DLYVLRLING Aol \lianng ) TINUVAL

1. Fact Sheet on (name and location of the activity):

2. Background and mission:

C+at+a arnnrAvad armdFivridy miceinn Tr~nlieAAa awmer
u- [= NS =9y — QLW YVEOW UwbodVdhey MDD hWile J.Alb;uul: Clllx
significant information having a bear;ng on the request to

1nc1ude summary information on previous reductions-in-force,
furloughs, or transfers of functions conducted during the
current fiscal year. :

b. Number of permanent onboard empioyees as of (date):

d. Number of vacancies authorized for recruitment as of
(use same date as in 2b).

3. Approval of this action will result in {check appropriate
WMmIA~Y o
MANIwin ] o
a. _ Transfer of function to (state location)
b. Reduction in force
c. Furlough for (work/calendar)days
A Dymrnmacad afFffamdtiwvwva Aata AF $ha améETAane
“T e L AENIMNIOC Clhiweld Ve WMAWVS Wi WilG G\ LLl\Jile

5. Reason for the action:

6. Funding impact (anticipated savings vs cost of proposed
action):

a. Savings:

Enclosure (1)
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7. Impact of t action on the civiljan wo rce:
a. Number of anticipated RIF separations:
b. Number of anticipated furloughs:
c. Number of anticipated transfers with function:
d. Estimated number of temporary employee terminations:
e. Estimated number of on-call employees released:

f. Anticipated attrition
categories:

(1) Estimated number of retirees:

(2) Estimated number of employees to transfer to other
activities within the commuting area (in a transfer of function,
do not include those employees who you anticipate will transfer
with their function):

(3) Estimated number of employees to transfer to other
activities outside of the commuting area (in a transfer of
function, do not include those employees who you anticipate will
transfer with their function):

(4) Other
8. Impact of the action on milita ersonnel:
a. Number of officer end-strength reductions:
b. Number of enlisted end-strength reductions:

9. Impact of the action on civilian EEO:

a. Tot.l number permanent onboard (provide by the following
categories):

Caucasian Black Hispanic Other *Handicapped
**M/F M/F M/F M/F M/F
/ / / / /

* If minority and handicapped, report in both categories
** M: Male F: Female

Enclosure (1)
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b. Estimated total number of permanent on board adversely
affected by RIF (provide by categories listed in 9%a)

Caucasian Black Hispanic Other Handicapped
M/F M/F M/F M/F M/F
/ / / / /

c. Estimated total number of permanent on board affected by
furlough or transfer of function (provide by categories listed
in 9a):

Caucasian Black Hispanic Other Handicapped
M/F M/F M/F M/F M/F
! / _/ / /

10. Economic impact on the activity:

a. Number of RIF actions taken prior to this reguest this
fiscal year:

(1) Number of involuntary separations to date this
fiscal year:

(2) Number of employees adversely affected by RIF to
date this fiscal year (do not include involuntary separations):

b. Number of transfer of function actions taken prior to
this regquest this fiscal year (provide information in followin ng
format; if more than one transfer of function, list each
separately):

Function transferred:
Date transferred:

Location where transferred
Number of employees affected:

c. Number of furlough actions taken prior to this request
this fiscal year (provide information in following format):

Dates of furlough (from-through):
Number of employees affectead:

R — ~1 Y~ 3
1l. rrovia ne o110 1§ wWneh Propose actigcn u 2
les

a. Number of permanent onboard employees under CA study:

b. Number of temporary onboard employees under CA study:

Enclosure (1)
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.
ions under

ement of the im the military mission of the
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be consistent with the CA
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a. Current status for entire community:

Location:
Population:
Employment:
Business volume:

Meacr loammme
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b. Anticipated impact of proposed actions:

Location:
Population:

Buaiuca: V um

Tax base:

Personal income:
13. istance to affected civilians ie describe
efforts):
14. Labor organizations affected (specify the organization; if

ovide detailed additio



